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: Rescission: - dated T J’anuary 1965 and 19 July 1965

1. GENERAL

8. The purpose of exit clearance processing is to ensure that the
Agency's obligations to the departing individual and the individusl's
obligations to the Agency are properly discharged. Before an
individual separates from the Agency or departs on extended leave of
60 calendar days or more, he is required to return or account for
any Govermment property issued to him and any Agency or other Govern-
ment records which are in his possgession; arrange for setilement of
any indebtedness to the Agency; be informed of any benefits (hospitali-
zation, insurance, accrued ennual leave, etc.) to which he may be en-
titled; and be briefed regarding cover, security, and any special
clearances which he may hold. In order that these obligations msy
be discharged in a timely and uniform menner, individuals must give
notice of their intended separation or obtain approval for extended
leave as soon as practical, but at least two weeks in advance of
their last workdsy. Fallure to give adequate notice may delay the
final settlement of pay, leave, and retirement accouuts for an ex—
tended period of time after departure.
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o b. This handbook applies to staff personnel, Type £ contract employees,
| ( , and civilian end militery personnel detailed to the Agency whose exit
A processing is handled in headquarters.

2. PROCEDURES
I

a. STAFF EMPLOYEES, TYPE X CONTRACT EMPLOYEES, AND DETAILED CIVILIAN
PERSONNEL :

e (1) The administrstive officer of the component to which the em-
ployee is assigned will:

(a) Notify the Personal Affairs Branch, Benefits snd Services
. Division, Office of Personnel sat least two weeks before
PR the employee's last day of duty, or immedisately if the
R employee falls to give two weeks advance notice, and give
’ the following information:

(1) Employee's full neme and any other true names (not
pseudonyms) under which the employee has been employed
in the Agency.

(2) Serial number,

(3) Project number (formerly FAN account).
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(4) Grade.
(5) Funds from which paid -- vouchered or confidential.
(6) Reason for separation or extended leave.

(b) Schedule a preexit interview for staff employees with the
Professional Placement Branch, Staff Personnel Division,
Office of Personnel for GS-0T7's and above and the Clerical
Staffing Branch for GS-06's and below; a preexit interview (”
is not required for employees departing on extended leave.

(¢) Prepare Form 1152, Request for Personnel Action, for staff
employees and detailed civilian employees, as required by

25X1A F in sufficient time to reach the Personal s
alrs Branch before the employee's last workday. &\
(d) DNotify the Certification and Liaison Division, Office
of Finance if, according to the records of the component,

the employee has received, used, or been a custoadian of
Agency funds within six months preceding the date of

separation.
Ceritma| Clove
— (e) Notify the Gever and"Commercxa1§Staff of the employee's (

pending departure, obtain instructions regarding the
maintenance of cover legend as appropriate, and schedule
an appointment for an interview.

_— (f£) Give the employee his Form 642, Central Emergency and
: Locator Record, and instruet him to take it to the Personal
Affairs Branch on his last workday. <_\_

(g) Provide guidance and assistance to the employee in his
preparatlon of a written summary of his Agency employment.
The administrative officer will submit the draft summary
to the following for revi and approval: the employee's .
Career Service; i"é’“ﬁh%\ﬁﬁﬂeml% Staff if the employee [~ °
had ever served under cover; and the Office of Security. -
After final approval of the summary, the administrative
officer will give the employee a separately typed copy
of the text of the approved summary and will send the
original with the approval signatures to the Office of
Personnel for permanent retention in the employee's
official file.

W

(h) Notify the Contract Personnel Division of the terminstion
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(a) notify all clearing components by "Weekly Advance Notice
of Separations” of the pending separation or extended leave;

(b) obtain from all clearing components positive verification
or certification that the employee has satisfied his ob-
ligations to the Agency or has made satisfactory arrange-~
ments to discharge them. If appropriate, indicate on
Form 21, Final Clearance Record (figure 1), those com~
ponents from which the employee must obtain clearance in
person on his last workday;

7N

(c) conduct the employee's final exit processing. Instruct an
employee who is going on extended leave to notify the Staff
Personnel Division, Office of Personnel two weeks prior to
return to duty for reporting instructions;

hS (a) give the employee any necessary forms, such as Stendsrd
Form 55, Notice of Conversion Privilege, Federal Employees®
Group Life Insurance Act; and Standard Form 8, Notice to
Federal Employee About Unemployment Compensation;

(e) if the employee must report in person to any components on
his last workday, give him his Form 21, Final Clearance
(" Record, with such components indicated, and request that
e he report to those offices and return to the Personasl
Affairs Branch with the completed form;

(f) review the completed Form 21 to ensure that all required
clearances have been properly verified or certified, com-
plete the certification in the space provided at the bottom
of Form 21, and forward the form to the Office of Finance
for retention;

(g) forward the Form 642, Personnel Emergency and Locator
Record, amended if necessary to reflect a change, to the
Transactions and Records Branch, Control Division, Office
I of Personnel vhere the information is coded and sent to
qLLEGIB the Office of oin ombvuter-Sitnnagrt . L DDMES o~ 4

(3) The Professional Placement Sranch will, Upon receipt O nNoti-
fication from the administrative officer, schedule and conduct the
preexit interview for an employee in grade GS~0T and above.

(4) The Clerical Staffing Branch will, upon receipt of notification
from the administrative officer, schedule and conduct the preexit
~interview for an employee in grade GS~06 and below.

. Revised: 16 November 1972 E2 IMPDET

S~E-C~R-E-T CL BY: 002230

Approved For Release 2000/06/26 : CIA-RDP82-00357R000200020032-7



25X1Roproved For Release 2000/06/96 - CIA-RDP82-00357R000200020032-7
PERSONNEL

2a(5)

(5) The Office of Finence will arrange to pay the employee any
moneys due him and, if he is indebted to the Agency, arrange
with him the manner of repayment.

(6) The Office of Security will

(a) obtain Agency badges from departing personnel and deter-
mine that all badges have been properly accounted for;

(b) conduct the employee's security briefing;

(c) demand and receive from the employee all classified and (
unclassified documents and material remaining in his pos-
session, custody, or control that are the property of CIA
or the custodial responsibility of CIAj

(a) take the necessary steps to recover badges and, if re- (
guested, other documentation issued by or for the Agency
if not surrendered on the last workday by the employee.

Ce.
(1) The ee$§¥i2§ﬁicég§3$%£;1 Staff will

(a) in collaboration with the component to which the employee
is assigned, determine whether any previously es- .
tdblished cover will be maintained. If so, give the employee (
instructions regarding the cover legend to be used in :
general and for filing income tax returns;

25X1C

mation to the Compensation smge-Best Division, Office of Finance ( ;
vithin two weeks following the date of sgeparation, or as N
soon ag possible thereafter.

(8)  The employee will

(a) prepare a draft written summary of his Agency employment
for appropriste review and approval as delineated in
paragraph 2a(1)(g) ebove;

(b) report to the Staff Personnel Division for a preexit inter-
view as scheduled;

(¢) on his last workday turn in his regular badge to the Office ’
of Security receptionist, obtain a temporary "No Escort" (

b ‘ Revised: 18 September 1973
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. badge, and then report to the Personal Affairs Branch with
his Personnel Emergency and Locator Record, Form 642, for
his final exit processing;

Cecdread. Cover™
(d) report to the Cover aad-Commercisel Staff for an interview as

instructed;

(e) report to the Employee Activity Branch, Personnel
Security Division, Office of Security for an interview
as instructed on his last workday;

(f) report to other components as instructed to complete
required clearances and return the completed Form 21
to the Personal Affairs Branch before departing the Agency.

b. STAFF EMPLOYEES, TYPE I CONTRACT EMPLOYEES, AND DETATLED CIVILIAN
PERSONNEL WHEN CLEARANCE MUST BE OBTAINED IN ABSENTIA

(1) The administrative officer of the component to which the
employee is assigned will

(a) notify the Personal Affairs Branch as soon sas possible
of the separation or extended leave following procedures
specified in paragraphs 2a(1)(a), (c), and (d) sbove;

CL?“ATQXEZGMQA’

(b) obtain from the Cover—dtizCommercial. Staff and forward
to the employee instructions regarding the maintenance

or elimination of cover legends as appropriate;

(¢) ensure that the employee receives required documents,
such as Standard Form 56, Agency Certification of
Insurance Status, and Standard Form 2802, Application
for Refund of Retirement Deductions, coordinating this
action with the Personal Affairs Branch.

(2) The Personal Affairs Branch, in cooperation with all clearing
components, will ensure that the clearance processing is
completed.

(3) The Office of Security will take the necessary steps to re-
cover all documentation (including badges) issued to the
employee by the Agency.

¢. DETALLED MILITARY PERSONNEL

(1) The Military Personnel Branch, Office of Personmel will

(a) notify the administrative officer of the componment to
which the military detailee is assigned of the effective
date of separation; '
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(b) conduct the military detailee's preexit interview;

(¢) prepare Form 21 and cbtain from appropriate components
of the Agency the positive verification or certification
that the military detailee has satisfied his obligations
to the Agency or has made satisfactory arrangements to
discharge them;

(d) schedule the military detailee five days before his last
workday for a security interview with the Employee Activity
Branch;

(e) brepare Form 1152, Request for Personnel Action, in
accordance with the provisions of_ 25X1A

(f) review the completed Form 21 after the military detailee
has visited the necessary components on his last workday
to ensure that all required clearances have been properly
verified or certified, complete the certification in.the
space provided at the bottom of Form 21, and file the
form in the military detailee's Agency file;

(g) conduct the military detailee's final exit interview,
and at that time retrieve his Agency badge and return it
to the Employee Activity Branch, Office of Security;

(h) in the event it becomes necessary to obtain clearances
on a military detailee in absentia, ensure that the
clearance processing is completed.

The administrative officer of the component to which the

military detailee is assigned will

(a) notify the Certificati o} faison Division, Office
of Finance, and the & “eﬁgggh%%° Ereial Staff and any
Agency components which issued a special clearance still
held by the military detailee;

(b) ensure that the military detailee has satisfied his ob-
ligations to the component to which he is assigned or has
made satisfactqry arrangements to discharge them;

(¢c) obtain all internal clearances required.
The Office of Finance will arrange to pay the military detailee

any moneys due him, and if he is indebted to the Agency, arrange
with him the manner of repayment, '

6Approved For Release 2000/06/26 : CIA-RDP32:00357Rt06200020032-7
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(4) The Office of Security will

(a)
(b)

(e)

(5)

conduct the military detailee's security interview;

demand and receive from the military detailee all clas-
gified and unclassified documents and material remsining

" in his possession, custody, or control that are the

property of CIA or the custodial responsibility of CIAj;

receive from Mobil;z&’&eamd Military Persannel-%r%s;fexé
all Agency badges turned in by militery detailees who have
cleared the Agency in person and determine that all
badges have been properly accounted for;

issued by or at the request
ency unless suc ocumentation has been surrendered

to another Agency component.

(6) The military detailee will report to the component to which
©  assigned and to other components of the Agency as instructed
to obtain required clesrances and will return the completed
Form 21 to Mesitiwebdon-ased Military Personnel Bidsaeen Ol
his lagt workdsy. Braach '

d. STAFF AGENTS

(1) Separation (True Resignation)

(a)

The administrative officer of the component to which
the individusl is assigned will

(1) notify the Contract Personnel Division, Office of
Personnel as far in advance as possible of the
individual's pending separation;

(2) prepare Form 1152, Request for Personnel Action, V
as required by in sufficient time to
reach the Contract Persomnel Division before the

individual's last working dey;

(3) notify the Office of Finance, Compensation -ssd=Sew.
Division of the pending separation;

" Revised: 16 November 1972 B §
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f
(4) notify the Central Cover Staff of the pending ]
separation, obtain instructions regarding the .
" maintenance of the individuel's cover legend as
appropriate, and schedule an appoin‘bment for an
vlnterview,

‘ ( 2) if appropr:.ate, reques’c direct refund of retirement
25X1C deductions — obtaining the concurrence
: of the Centra.l Cover Staff and the Office of Personnel.
(b) The Contract Personnel Divis:.on will

(1) obtein from all clearing components the positive veri-
fication or certification that the individual has
satisfied his obligations to the Agency or has made (
satisfactory arrangements to discharge them; h

(2) ensure that the individual receives necessary forms, such
as Standard Form 2802, Application for Refund of Retire-
ment Deductions;

vV

(3) if the individual must report in person to any component

(see paragraph L of I regarding the approval that 25X1A (

must be obtained for the entry of staff agents into overt

CIA bulldlngs), give him his Form 21, Final Clearance

Record, with such components indicated and request that

he report to those offices and return to the Contract

Personnel Division with the completed form;

(4) forward completed Form 21 emd, when sppropriate, Standard
- Form 2802 to the Office of Finence. (

(¢) The Office of Finance will arrange to pay the individual sny
- moneys due him and, if he is indebted to the Agency, arrange
with him the manner of repsayment.

(d) The Office of Security will (-
(1) conduct the security interview;
(2) demand and receive from the individual all clessified
and unclassified documents and material remaining in !

his possession, custody, or .control that are the |
property of CIA or the custodial responsibility of CIA; \X
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ey

take the necessary steps to recover badges, and,

if requested, other documentation issued by or for |
the Agency, if not surrendered on the last workda.y
by the :Lndiv:.dual. :

(e) The Central Cover Staff will

(1)

in collaboration with the component to which the
individual is assigned, determine whether eny

previously esteblished cover will be maintained; if

80, give the separating individual instructions re-
garding the cover legend to be used in general and \/
for filing income tax returns;

7

25X1C

Office of Finance within two weeks following the date
of separation, or as soon as possible thereafter.

(2) Conversion to Staff Employee

(2) The administrative officer will

(1)

(2)

notify the Contract Persounnel Division as far in ad-
vance as practical of the agent's conversion to staff

, employee H

prepare resignation actionj I =i excepted 25X1C
sppointment action on Form 1152, Request for Personnel
Action, in true name for processing through appropriate
offices. A request for assignment of cover should

be made in Section 18 of Form 1152 when convergion is

to vouchered funds;

1
H

account end hospitalization and Agency insurance

. ‘ _ i
ensure that the individual changes his Credit Union
policies to true name;

16 Novenber 1972 9
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(4) notify the Office of Finance and the Central Cover
Staff of the individual's pend.mg conversion to
staff employee status.

(b) The Contract Persomel Division will

(1) request security approval to convert the individual
to staff employee status,

(2) request the 1ssuance of a staff emplayee badge.
(3) Separation in Absentia

(a) The administrative officer of the componment to which the
individual is assignedfwill

(1) notify the Contract Persomnel Division as soon as ;
possible of the separation, following procedureg A
specified in paragraph d(1)(a) above;

( _2__) ensure that the individual receives reguired dor::umenté,
such as Standard Form 2802, Applicetion for Refund of
Retirement Deduct.lons 3

(3) obtain from the Central Cover Staff and forward to
the 1ndiv1dual ‘instructions regarding the maintenance
or elimination of cover legends as appropriate;

(L) in cooperation with the Contract Personnel Division
ensure that the clearance processing is completed;

(5) forward completed Form 21 and, when sppropriate,
Standard Form 2802 to the Office of Finance.

(b) The Office of Security will take the necessary steps to

recover all documentation issued by the Agency (including |
badges). \___N_WK
'MmYF-Seua9AJr1&v

3. ROSTSEPARATION PROBLEMS

Any Operating Official or Head of an Independent Office who encounters
a postseparation problem concerning a former employee may refer the
problem to the Director of Personnel, who will review the case with the
official or officials involved; devise, in consultation with those

- officials, a course of action for settling the problem; and prepare end
coordinate official correspondence regarding the case. This does not
prevent Operating Officials or Heads of Independent Offices from

0 Revised: 16 November 1972

Approved For Release2860/8672% : CIA;RDP82-00357R000200020032-7

M



Approved For Release 2@6@7‘@67‘26‘:’%IA-RDP82-00357ROQ&@?ROZO%Z-?
PERSONNEL -

3

corresponding directly with separated employees concerning problems
relating to their specific areas of concern provided such correspondence
is coordinated with the Central Cover Staff. To avoid possible conflict
of information, copies of correspondence should be maintained in the
former employee's Official Personnel Folder.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

JOHN W. COFFEY
. Depuiy Director
O for Support

ot

DISTRIBUTION: AB
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SECRET
. (When Filled In)
.
-FINAL CLEARANCE RECORD | office of Finsnce
EMPLOTEE SERIAL NO. | NAME OF EMPLOYEE (Lant-First-middle) B . | FINANCIAL ARALYSTS WO, o
OFFICE OF ASS|GNMENT lLAST WORR OAY EFFECTIVE DATE (Separation)
D RES I GNAT1ON D C€SC RETIREMENT D OTHER (Specify):
REASON FOR CLEARANCE .
EXTENDED LEAVE [:] ClA RETIREMENT

VERIFICATION OR CERTIFICATION OF OFFICIALS

1 CERTIFY THAT | HAYE REVIEWED THE RECORDS OF THIS COMPONENT AND. EXCERT AS INDICATED, THE EMPLOYEE NAMED S CLEARED
OR HAS SATISFACTORILY DISCHARGED HIS OBLIGATION TO THIS COMPONENT.

ROOM NO. & BLDG. | CLEARED BY INITIALS

OFFICE OF LOGISTICS

CENTRAL PROCESSING BRANCH, OF

MAP LIBRARY DIVISION, OBG!

Li1BRARY, CRS

REGISTRAR, OTH

COMMO SECURITY

RECORDS. 1SD

SPECIAL CLEARANCES, 0§

CREDIT UNION, OF

INSURANCE BRANCH, OP

CENTRAL COVER STAFF

OFFICE OF SECURITY

OFFICE OF FINANCE

VOL. INVEST. PROGRAM, OF

PERSONAL AFFAIRS BR, OP

CERTIFICATION AND FORWARDING ADDRESS OF SEPARATING EMPLOYEE
NUMBER., STREET. CITY, STATE, ZIP CODE

FORWARD NG ADDRESS D-

| | CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL GOVERNMENT PROPERTY AND RECORDS ISSUED TO ME HAVE BEEN
RETURNED OR HAVE BEEN PROPERLY ACCOUNTED FOR AND THAT 1§ AM NOT INDEBTED TO THE UNITED STATES GOVERNMENT WHATSOEVER
AS A RESULT OF MY CONNECTION WITH THE AGENCY.

DATE SIGNATURE OF EMPLOYEE

THE ABOVE INITIALED COMPONENTS HAVE GIVEN POSITIVE VERIFICATION OF- THE FINAL CLEARANCE FOR THE DEPARTING INDIVIDUAL.

OATE AFPROVED QFFICE OF PERSONNEL APPROVAL

oy 21 % revious SECRET LE-2, 1HPOET _cL BY: oo7622] (4%

Figure 1
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